DEPARTMENT OF GENERAL SERVICES Schedule No. /7, L>
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE Page 1 of 5
Agency ‘ Division/Unit
Hagerstown Community Service/Planning
Item No Description ~ Retention
1 | Economic Development files Destroy material having no
-contains but not limited to: contracts, correspondence, further legal, Administrative or
agreements of purchase and sale, drawings Operational value.
2 Planning commission annual reports and bylaws Permanent. Transfer
periodically to the MD State
Archives
3 | General files | Destroy material having no
-contains but not limited to: preservation week, awards, ADA, | further legal, Administrative,
building and street photos, correspondence, historical site Fiscal or Operational value.

inventory forms, nomination forms, surveys, drawings,
Hagerstown landmarks

4 Planning commission meeting minutes Permanent. Transfer
periodically to the MD State
Archives

Approved by Department, Agency or Division Representative Schedule Authorized by State Archivist

Date 107277 Date DEC 3 1999

S gnature/%j’k 4"” % Signature ctﬁ“/ﬁ‘

Type Name _ GeorgiAnn N. Breichner

Title City Clerk




DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

(CONTINUATION SHEET)

Schedule No. M, é =<

Page 2 of 5

Item No Description Retention

5 Subdivisions: correspondence, plats, site drawings, copies of | Screen annually. Destroy

deeds, perpetual easements material having no further

’ administrative, fiscal, legal or

Note: Record copies of subdivision plats and deeds are -operational value. Retain

located with the Washington County Circuit Court. permanently any material that
serves to document the origin,
development and
accomplishments of the
department. Transfer
periodically to the Maryland
State Archives.

6 Enterprise zone maps/highway maps/road maps: shows Retain until updated or
central business district, outer enterprise zone, planned superseded, then destroy
business parks, census local review maps

7 Rezoning hearings: rezoning time tables, plats, USPS Screen annually. Destroy
domestic return receipts, applications, minutes of hearing material having no further
before the mayor and city council, staff analysis, administrative, fiscal, legal or
correspondence operational value. Retain

permanently any material that
serves to document the origin,
development and
accomplishments of the
department. Transfer
periodically to the Maryland
State Archives.

8 Parking: reports from the downtown parking strategy Retain for three (3) years and
committee, parking study recommendations, parking until all audit requirements have
fees/fines, parking garage financing been met, then destroy.

9 Fiscal indicators: various fiscal reports that indicate financial | Retain until updated or
trends, revenues per capita superseded, then destroy

10 Correspondence sent to various property owners, law firms, Retain for three (3) years, then

etc.

destroy.




DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE

Schedule No. Mé Y

(CONTINUATION SHEET) Page 3 of 5
Item No Description Retention

11 City departments: general file with data concerning various Screen annually. Destroy
city departments, correspondence, newspaper articles, material having no further
memorandum of understanding between city and Washington | administrative, fiscal, legal or
County commissioners, various fiscal schedules, mayor and operational value. Retain
city council work sessions permanently any material that

serves to document the origin,
development and
accomplishments of the
department. Transfer
periodically to the Maryland
State Archives.

12 Programs in conjunction with state of MD Screen annually. Destroy
-contains but not limited to: program open space, Dept. of material having no further
Natural Resources, unified planning work program, traffic administrative, fiscal, legal or
studies, ARC planning grants, MD Dept of the Environment, operational value. Retain
General Assembly, correspondence, program reviews, permanently any material that
brochures, court decisions serves to document the origin,

development and
accomplishments of the
department. Transfer
periodically to the Maryland
State Archives.

13 | City projects: correspondence, proposals for acquisition and Retain until updated or
redevelopment of various properties, case studies, appraisal superseded, then destroy
reports, site plans, newspaper ads, engineering drawings,
request for proposals

14 Fiscal files Retain for three (3) years and
-contains but not limited to: budget, paid bills, purchase orders, | until all audit requirements have
budget variance reports, payroll hours analysis, vehicle been met, then destroy.
accident reports, maps, brochures

15 Board of zoning appeals Permanent. Transfer
-contains but not limited to: drawings, correspondence, periodically to the Maryland
memorandum opinion and order, answer, order for appeal, State Archives
‘petition, public hearing announcement, newspaper ad, minutes,
facts, permit fee receipt

16 Street files: handwritten notes, correspondence, street maps, Destroy material having no

photos, property violations, site drawings, application for sign
tag permit

further legal, Fiscal,
Administrative or Operational
value.




DEPARTMENT OF GENERAL SERVICES Schedule No. /L 4,55
" RECORDS MANAGEMENT DIVISION

RECORDS RETENTION AND DISPOSAL SCHEDULE
(CONTINUATION SHEET) - | Page 4  of §

17

18

19

20

21

22

23

24

Screen annually. Destroy
material having no further
administrative, fiscal, legal or
operational value. Retain
permanently any material that
serves to document the origin,
development and
accomplishments of the
department. Transfer
periodically to the Maryland
State Archives.

Preservation Design District Committee (PDDC)
-contains but not limited to: correspondence, C3 sign/facade
grant application, proposal, photos, agenda and minutes

Destroy material having no
further Legal, Administrative,
Fiscal or Operational value

Site plans from various vendors to the city planning department,
correspondence, zoning site review checklist, development
review checklist

Misc federal government agency files
-contains but not limited to: forms, reports, correspondence,
questionnaires, HUD procedures and checklists

Retain until updated or
superseded, then destroy

Retain for fifty (50) years,

Planni rdinances: public hearings, minut dinances
nning dept ordi s: publi gs, es, ordinances, | ., o destroy.

amendments, adoption, board of zoning appeals

Permanent. Transfer
periodically to the MD State
Archives

Misc forms/specifications relating to subdivision checklists,
construction drawing checklist, bound books, highway and
street standard specifications, letterhead

Retain until updated or

Capital improvement projects superseded, then destroy

-contains but not limited to: project description forms,
revenue/expenditure projects, correspondence

Retain until project is
complete plus ten (10) years
and until all audit
requirements have been
fulfilled, then destroy.

Easement agreements

-contains but not limited to: photos, resolutions,
correspondence, release of deed and agreement, identity
signage, site drawings, annexation agreements, plats, brochures

Annexation/flood plan management: annexation agreements for
sewer hookups, flood insurance study, floodplan regulations,
storm water management

Destroy material having no
further Legal, Administrative,
Fiscal or Operational value
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RECORDS MANAGEMENT DIVISION
RECORDS RETENTION AND DISPOSAL SCHEDULE
(CONTINUATION SHEET)

Schedule No. /)/,é =
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I[tem

No. Description

Retention

25 Building permit fee receipt books — receipts for building
permits.

Retain for three (3) years and
until all audit requirements have
been met, then destroy.




WSIRUGTIQNS ~ TYPE OR PRINT A SEPARATE FORM
REVISED RECORD SERIES
SCHEDULE (OGS 550-1)

FOR EACH NEW

FORWARD WITH RECORDS RETENTION

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENJORY

7275 WATERLOO ROAD

PO BOX 275 . JESSUP. MARYLAND 20784 Page ot

1. DEPARTMENT/IAGENCY

2. DIVISION C"ﬂﬁf/f{//{/ﬁ/

<=/ e //?/Vﬂ//f)?

,%aez:%%@m}

OEFINITION - Racords Series - A group of related records normally filed and used 23 2 unit for refarence as

wall as retention and disposiion purposes,

4. RECORD SERIES TITLE

ECoubhyp, @@/exéﬁﬂ@%/f/

5. EARLIEST YEAR / LATETEST YEAR

(P CUATEDT

/

Corres
27

6. RECORD SERIES DESCRIPTION ( Bnefly descnte the lyges of mlormanonldocumemsl(orms found n the Series

LovsisT= p,c: élf/ 2T Zypi Jmid 757 Lo TS
Z ?//66/%/6/&7/ o= 7Oprr¢/7/¢ae
Z f / D/MW/ (=S | .

Mt/é/ oI 7 DF?’ZQ@/M% 7p

Inctude the pu.pose or functicn of the Senes)

J

i

S o

7. RECORD SERIE ORMAT(S)

~ter Size a Micreilm
Q Llegal Size a Cempuler
O B-und Book a Floppy Disk
O Aucio Tape 0 Video Tace

Wym

Tece

'/<€

8. RECORD SERIES SEQUENCE 9. VOLUME /
idle Drawer(s)
Alphateticar

a Microfilm Reel (51
O Computer Tace (st
G Numerical i a Cther (Spezily)
a Chronolog:cal Number w‘,ﬁ:—‘
3 Geographicat 10. ANNUAL ACCUMULATION
a File Drawer ()
a Cther (Spectv) a Microfilm Reet (s}

o Comcuter Tape!s)
O Other (Specity)

wnse any hargware/soitware)

D ‘e

8]

o

e Number
11. FILE IS USED ‘ 12. FILE BECOMES INACTIVE AFTER
a Daily o Weskly 3 Monthly g Month(s) a  Years)
Nymber '
13. CURRENT LQCATION(S) (Bidg., Floor, Room) - 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)
0}4’[7'755// béf! DZD,\ a  Yes o No
15. ACCESS RESTRICTIONS (If yes. cite laW\s) reguiation(s) 16. AUDIT REQUIREMENTS
L Yes a Weo O None a Slate O Fegeral O Independent
17. 1S AN INDEX SYSTEM USED? (il yes. exciain cneily ang 18. RECOMMENDED RETENTION

19. HANE AND TITLE OF PREPARER

20. TELEPHONE NUMBER

G638 §50.4 Tepsed 1/93)
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[NSIRUGIIONS ~ FYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES FORWARD WITH RECORDS RETENTION
SCHEOULE (OGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOQ ROAD
PO BOX 275 - JESSUP. MARYLAND 20794

AGENCY RECORDS INVENJORY

‘Page : of

1. DEPARTMENTIAGENCY

Apae =7

2, D'V'S'C’WMW{//&/?
SEF P

3. UNIT,

%Wﬁ?

/DEFIN!TION + Racords Serles - A group of refated records normally filed and used 23 2 unit for raference as wall as retention and dlsposudon purposes.

AN

4. RECORD SERIES T”LWM//”7 cpMM}®/90
Peparls

§. EARLIEST YEAR / LATETEST YEAR

/975 Lt (TE0T—

§. RECORD SERIES DESCRIPTION ( Bnefly descrte the lypes of

information/documents/forms found in the Series

Include the pu-pose or functien of the Senes)

/%/V/W/#L /fe/@rﬁyﬁ /-aZ/ﬁoé

7. RECORD ES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME /
. dle Drawer(s)
Leter Size Qo Micrcitm O Alpnatetica a Microlilm Reel (s
/‘ O Compuler Tace is!
0 tezal Size O Ccmputer Tzee S Numerical }« O Cther (Specily)
a Bound Book a Floppy Disk Q Chronoleg:cal Number &M F 7,
Q Audio Tape O Video Tace T Geographical 10. ANNUAL ACCUMULATION
O File Drawer (s}
G Cther (Specily} T Cther (Speciiv) O Mcrolilm Reet {s}
’ O Comcuter Tapels)
D#a a Other (Specity)
o Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
c Daiy a  Weekly a  Monthly o Month(s) O Year(s)
Number
13. CURRENT LOCATION(S) (Bidg., Floor, Room) 14, IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or olfice)
Cl‘)y ‘;// ,’/-;/9 /T g Yes o No
15. ACCESS RESTRICTIONS (if yes. cite law(s} & reguiation(s) 16. AUDIT REQUIREMENTS
U Yes o WNo O None a Slate O Fegeral O Independent

17. IS AN INDEX SYSTEM USED? (lf yes. exciain cneily and
wonpe any hargware/soitware) ’

I N

0
)

F
BLh) s

RECOMMENDED RETENTION )Oe/‘/*j/é/}/a)/ JBAaLES,
/7 Da /w//7 T e 22l /=

SH7 =

19. NAME AND TITLE OF PREPARER

20. TELEPHONE NUMBER

21. DATE

C633 £59.4 Jepsea 1193)




NSTRUCTIQNS ~ TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES FORWARD WITH RECORDS RETENTION
SCHEDULE (OGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
PO BOX 275 - JESSUP.

AGENCY RECORDS IMVENJCRY

MARYLAND 20794 ‘Page of

1. DEPARTMENTIAGENCY

%«f/g 2ok

2. DIVISION CﬁM/ﬁ/ //ﬂ/)}
'l gy 7 Sl

y SN N =

CEFINITION - Records Series - A group of related records normally filed and used as a unit for reference as

well as retention and dlspoalﬁon purposes.

4. RECORD SERIES TITLE

everz2 foles

S. EARLIEST YEAR / LATETEST YEAR

TC

weeK ; Ssrds - 7 - DT
Ve //0776 - Cor7EspP
Sire /,w/cz@/’ 7 F S

6. RECORD SERIES DESCRIPTION ( Brefly descrite the lypes of information/documentsiforms found mn the Series

CoNI s, bnte7 NE7 Apordar 7o F)Ss Sscri g ors
Y7, ,(je/k/()ﬂf

4
Incluge ine pu.pose or functien of the Sernes)

ﬁé//,/dﬁz/‘ = a
/%/07/' //0/;-4

SUr Ve ys =31
/LS

APIVLIF A,

,D/MW/A/ \3
=/

- N IR T IR f 77 7
. ///7@/:

LD D

8. RECORD SERIES SEQUENCE

9. VOLUME /
i e Orawer(s)

Micreidm ipnatetical 0 Microfilm Reel ()
0O Computer Tace (s!
a Legal Size o Ccomputer Tace G Numeungcal O Cther (Specily)
0 Bzund Bock O Floppy Qisk a Chronolog:cal Number CM,,-/; 7‘_
o Audo Tape O Video Tace 3 Geograohical 10. ANNUAL ACCUMULATION _
O File Drawer (<)
G’((Specxfy)w o Cther (Speciv) O Microfilm Ree! (s}
O Computer Tapels)
a Other (Speciy)
T Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
c Daly a  Weskiy a  Monthly Q  Month(s) o Year(s)
Number

13. CYRRENT LOCATION(S) (Bidg., Floor. Room)

CIHY M2l — A 75

4. 1S RECORD SERIES DUPLICATED ELSEWHERE?

Py

{If yes. specify agency or office)

a  Yes o No
15. ACCESS RESTRICTIONS {if yes. cite law(s} & requiation(s) 16. AUDIT REQUIREMENTS
U es g nNeo o None a State O Fegeral O Independent
17. IS AN INDEX SYSTEM USED? (if yes. exciain oneily and 18. RECOMMENDED RETENTION ;
= ssoe any hargware/sofware) ’ . - =
iSSE ngz/_ /g/e /EA)
D ‘as T Mo
19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE

ChS £50.4 Tensed 193]




INSTRUGTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES FORWARD WITH RECORDS RETENTION
SCHEQULE (OGS 550-1)

OEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENJORY

7275 WATERLOO ROAD
PO BOX 275 - JESSUP. MARYLAND 20724

‘Page : of

1. DEPARTMENT/AGENCY

g T

3. UNIT

2. DIVISION Cﬁﬂﬂ/ﬁ//@/@f

SET AL,

DEFINITION . Rocords Series - A group of related records normally filed and ussd a3 2 unit for reference as

waell as retention and disposion purposes.

4, RECORD SERIES TITLE

Wy Lrsrsissao prleer 7oz

5. EARLIEST YEAR / LATETEST YEAR

/ %TO déz (T p

§. RECORD SERIES DESCR&((ON { Buelly descute the types of infarmation/documentsi{orms found in the Seues Inctude the pmpose or functicn of the Senes)

Miwntes oF Fhe Mgﬁ%)jé )= e
Pl /n 5’@/%%/55/@/:) )

7. RECORO S FORMAT(S)

Loter Size a Micreiim

Q Legal Size a Ccmpuler Tzce

O Bcund Book Q Fioppy Qisk
Q Awio Tape Q Video Tace

O Ctrer (Specily)

8. RECORD SERIES SEQUENCE
Qa Alpnateticas
m

O Chronologcal

/3

Number

9. VOLUME

O File Drawet(s)

g Microfilm Reel (s)

O Computer Tace |s!
Thet (Specily)

e Ol 7.

O Geographicat

Qa Cther (Spectiv)

D

10. ANNUAL ACCUMULATION

O File Orawer (<)
O Microfilm Ree! (s}
O Computer Tace!s)
a Other {Specify)

Number

11. FILE IS USED

Q Daly O Weekly 3 Monthly

12. FILE BECOMES INACTIVE AFTER

o] Month{s)
Number

o Year(s)

C RPENT L CAT

(S) (Bidg., Floor, Room)

72

14, 1S RECORD SERIES DUPLICATED ELSEWHERE?

(M yes. specify agency or office)

o Yes o No
15. ACCESS RESTRICTIONS (If yes. cile law(s) & reguiation(s) 16. AUDIT REQUIREMENTS
L Yes 3 No O None a Siate O Fegeral C Independent

17. 1S AN INDEX SYSTEM USED? (if yes. exciain onefly ang
cmeste any hargware/software) '

Doves

o
&

18. RECOMMENDED RETENTION /)ff"/l//Q—,V@V/, 7’_’/6’;,\

ST2IE L4

=P

JZr70d 1etoty To F e /W(é

19. NANE AND TITLE OF PREPARER

20. TELEPHONE NUMBER 21,

DATE

C13§ $50-4 Tepsed 1/93)




INSIRUGTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES FORWARD WITH RECORDS RETENTION
SCHEDULE (OGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENJORY

7275 WATERLOO ROAD

PO BOX 275 - JESSUP. MARYLAND 20733 ‘Page : of

1. DEPARTMENTIAGENCY

3. UNIT

2 D'WS'ON@MM%U/T .
d Pz

SE e

M zersaonns

CEFINITION - Records Series - A group of related records normally filed and used as 2 unit for referenca as weil as retention and dhéitlon purposses.

4, RECORD SERIES TITLE

Stz

LI 75 >

5. EARLIEST YEAR / LATETEST YEAR

§. RECQORD SERIES DESCRIPTIQN { Bnefly descrke the lyges of

= @6645 ;

HeraTown

Loriespoenlexr= ; LL2]
2 f{;ﬁ@%ﬁ?’é fﬁéﬁ%&%{/

information/documentsiforms found n the Sette

4
Include ihe puipose ar {uncticn of the Seues)
TS

S IRIHONTS = LY=s
- £/2,

Loy as 72 1770 720 S PSP < Lo s

7. RECORO SER! RMAT(S)
Lester Size a Micreidm

Q Lejal Size a Ccmputer Tzce

Q E-und Book a Floppy Oisk

Q Aucio Tape Qa Video Tace

8. RECORD SERIES SEQUENCE 9. VOLUME /
File Drawer(s)
O Microfilm Reel (s)
0 Computer Tace (s
Qa Ctner {Specily)

ol 7

O Alpnatetical
rﬂm——,

O Chronolog:cat Numbet

10. ANNUAL ACCUMULATION
O File Orawer (s)
O Microfilm Res! (s}
O Comguter Tapeis)
QO Other (Specily)

O Geograotucal

G Cther (Speciiv)

Number

11, FILE IS USED

Q Daily 0 Weekly 3 Monthly

12. FILE BECOMES INACTIVE AFTER

o Month{s) o Year(s)

Number

13. CURRENT LOCATION(S) (Bldg., Floor, Room} a
City ot 2B = oy

14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes. spezify agency or office)

o Yes o No

15, ACCESS RESTRICTIONS (If yes. cile faw(s} & reguiation(s}

U Yes g Ne

16. AUDIT REQUIREMENTS

G None a  Slate g Fegeral O independent

17. 1S AN INDEX SYSTEM USED? (Il yes. exciain cneily and
wsspe any hargwarelsoitware) ’

‘a8

o

0

18. RECOMMENDED RETENTION

Y5 Gentril frre fete Yoo

19. NAME AND TITLE OF PREPARER

20. TELEPHONE NUMBER 21. DATE

013§ $80-4 Fansed 1/93)




TISIRUCIIONS ~ TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES FORWARD WITH RECORDS RETENTION
SCHEDULE (DGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAG:MENT DIVISION

AGENCY RECORDS INVENJORY

7275 WATERLOQ ROAD
PO BOX 275 - JESSUP. MARYLAND 20794

‘Page of

1. DEPARTMENTIAGENCY

7

2 DMSIONﬂﬁ/‘fMM/A’)/ 7—7_
7 AR

3. UNIT

Dlzs o

OEFINITION - Racords Saries - A group of related records normally filad and used a3 2 unit for reference as

wall as retention and dlspouid(purposos.

4. RECORD SERIES TITLEW"Pnsé Zpﬁgﬂ%

~—’

/WEf/ﬂ

§. EARLIEST YEAR / LATETEST YEAR

6. {CORD SERIES DESCRIPTION ( B/ly d

E7e

Wiapwiss, spns/. Kol pgns [

nte the lypes of information/documents/(érms found in the Series

SHOLOS — Can il Suswess D/Shrar -

ﬁé{f = E/‘ﬁé/ﬁ //7;58 Z&/Vf' /;;/V,ng/,g%/%
7%4/6 Cﬁ/t/é s Joosl /?5///6@ ==

Inr;l(e ihe pu.pose or functicn of the Senes)

7. RECORD SERIES FORMAT(S)

O Leter Size o Micreiilm

0 Llegal Size o Compuler Tzce

Q Bzund Book o Floppy Qisk

Q Auco Tape Qo Video Tac=

8. RECORD SERIES SEQUENCE

Q Alpnatelical

Q

Numericsl

o Chronolegical

9. VOLUME ﬁWWéﬁ

Qa File Orawer(s)
o Microfilm Reel (s)
Compuler Tace |s;

2 ot 1
ther {Specify)
Number M ,

O Ceograohical

10. ANNUAL ACCUMULATION
O File Orawer (s}
o Microlilm Ree! (s}
0O Computer Tapels)
Q Other (Specify)

weste any hargware/sofiware)

0

‘25

el , Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
C Daily Q  Weekly a  Monthly o Month(s) o Yesr(s)
Number
13. CURRENT LO ATION(S) (Bldg.. Floor, Room} 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (Il yes. specify agency or office)
Cl/fy 7L ﬂ’ o Yes o No
15, ACCESS RESTRICTIONS (If yes. cite law(s) & requiations) 16. AUDIT REQUIREMENTS
U es 3 WNo a None a State G Fegeral O Independent
[
V7. IS AN INDEX SYSTEM USED? (I yes. exciain cneily ang 18. RECOMMENDED RETENTION ﬁd ,& //57 A M

O~ Supersad=d,

eSSl 2y

19. NAME AND TITLE OF PREPARER

20. TELEPHONE NUMBER

21. DATE

0638 $504 Fansed 1/93)
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INSTRUGTIONS ~ TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES FORWARD WITH RECORDS RETENTION
SCHEDULE (OGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT OIVISION
7275 WATEALOO ROAD
PO BOX 275 - JESSUP. MARYLAND 20794

AGENCY RECORDS IMVENJCRY -

‘Page . of

1. DEPARTMENTIAGENCY

Loer S o x0

2. DIViSIoN 027/&4”//,{)/7;

SETF e

3. UNIT,

%/V/V//t(ﬁqf

/EFIN!TION Records Serles - A group of related records normally filed and used as a unit for reference as

wall as retention and disposiuw//purpose:.

4. RECORD SERIES T”LE)?e‘Zﬁ/V//V/'\S %M/{/&é

5. EARLIEST YEAR / LATETEST YEAR

/%Mu/" "

Yttt
P~ Rl o b
CDW/U&/L
EJC.

6. RECORD SERIES DESCRIPTION ( Bnefly descrite the types of information/documents/forms found in the Series

fezoeses P Tt [ SIS,
r~7 Sere //5

/%/,9//@/%7//&&5 5

. ~
Includa ihe puipose or functicn of the Series)

Vo) et pp/%efé%

NI ==

< e e Wﬁ/pr’ -;”C/%_

7‘7@:77/7»7/%/75/5 - COoTESPR,

7. RECORD SE FORMAT(S)
Leter Size G Micreidm

Q Legal Size o Ccmputer Tzce
O Beund Book Q Fioppy Disk

QO Video Tace

mﬁ;n ‘p//}’/f//&%

8. RECORD SERIES SEQUENCE
Q Alpnateticas
e Tomencat
a Chronoleg:cal
3 Geographical

a Cther {Speciv)

(A== N

9. VOLUME /
File Drawer(s)

a Microfdm Reel {5y
a Computer Tace |st
T Cther (Spezily)

e UL T

Number

10. ANNUAL ACCUMULATION
O File Drawer (<)
0O Microtilm Ree! (st
0O Comguter Tacals)
Q Other (Specidy)

Number

11. FILE IS USED

g Oaily a  Weekly a  Monthly

12. FILE BECOMES INACTIVE AFTER

.0
Number

Month(s}) Q

Year(s}

13. CURRENT LOCATION(S) (Bldg Floor, Room)

14. IS RECORD SERIES DUPLICATED ELSEWHERE?

(if yes. specify agency or office)

g Yes o No
15. ACCESS RESTRICTIONS (if yes. cite law(s} & reguiation(s) 16. AUDIT REQUIREMERNTS
U es 3 WNo O None a Siate a Fegeral G Independent

17. IS AN INDEX SYSTEM USED? (!l yes, exciain cneily ang
wmnoe any hargware/software) ’

EPEE

0
3

18. RECOMMENDED RETENTION

e seyerzl e Kt hmo

19. NAME AND TITLE OF PREPARER

20. TELEPHONE NUMBER

21. DATE

C638 §50-4 Fepsed 1/93)




INSIRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW | DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENJORY
REVISED RECORD SERIES FORWARD WITH RECOROS RETENTION RECORDS MANAGEMENT DIVISION

SCHEDULE {0GS 5%0-1 7275 WATERLOO ROAD )
PO BOX 275 - JESSUP. MARYLAND 20794 Page . of

1. DEPARTMENTIAGENCY 2. DlWSlON&/I{ﬂ{Mw& 3. UNIT )
IS TEI) seree | | Plesvrien

DEFINITION - Records Serles - A group of related recards nérmally filed and used as 2 unit for rafarence as wall as retention and disposition purposes.

AT, 12
/255

4. RECORD SERIES TITLE ﬁ%ﬂ/{/‘ﬁ .| 5. EARLIEST YEAR / LATETEST Yé}f

6. RECORD SERIES DESCRIPTION ( Buefly descrite the lypes of information/documents/forms found in the Series  Include ihe pu.'p/ose or functicn of the Senes)

Reppris f-ror: 77%& LoO7o0r0 Ve 7.7
fiep Ui LoperiiFees PRRSING Hody

VIRV G721 Z 7 ;@?wewc//aﬁ =

Vi ADH e TIPS 7 AR 7 Fgfyﬁ@ -

7. RECOROSBERIES FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME /
- Fide Drawer(s)
{phagetica

Latar Size Q Micrcilm O Microfilm Reel {53
a Computer Tace (s!

0 Legal Size a Cemputer Tzce S Numerical ;: ) O Cther (Specily}
G B-und Book Q Floppy Oisk a Chronological Number &[/ /:—:7
O Auto Tape Q Video Tace a Geographical 10. ANNUAL ACCUMULATION
.o O File Drawer ()
0 Ctrer (Specify) : o Cther {Speciv) Q Mcralilm Reet (st
: 0 Comguter Tacels)
O Other (Specity)
e Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
Q Daily : O Weekly 3 Monthly a  Month{s) a  Year(s)
Number '
13. CURRENT L?CATIO ) (Bldg Flogr, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)
C)/ 7 ? D/\ o Yes . o No »

15. ACCZSS RESTRICTIONS {If yes. cite law(s) & reguiation(s) 16. AUDIT REQUIREMENTS

v Yes 3 No o None a Slate O Federal O Independent

17. IS AN INDEX SYSTEM USED? (if yes, exciain cneily and 18. RECOMMENDED RETENTION
=~ ve any hargware/software} - ’ ——— --

‘25

§]
5

Retain for 3 years and until all audit requirements
have been fulfilled, then destroy.

19. NAME AND TITLE OF PREPARER

C638 $50-4 Zansed 1493) » N




REVISED RECORD SERIES
SCHEDULE (OGS 550-1}

INSTRUGCTIONS -- TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
FORWARD WITH RECORDS RETENTION

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENJORY

7275 WATERLOO ROAD
PO BOX 275 - JESSUP. MARYLANOD 20794

‘Page of

1. QEPARTMENT/AGENCY

2. DIVISION év ﬁ/y/%/”/W]'/—
serpjdle

3. UNIT

Plovnnie

/7/45%1/-\375/?/}4/

DEFINITION - Records Series - A group of related records normally filed and used as 2 unit for reference as

well as retention and disposiion purposes.

4. RECORD SERIES TITLE F/—“‘SC gé_ //{)d//ﬂ/g'/]—@_-/Cj

§. EARLIEST YEAR / LATETEST YEAR

/9550 Ger72e]

6. RECORD SERIES DESCRIPTION ( Buefly descrite the lypes of informalion/documents/forms found in the Senes Incluce ihe pu.'pf)se or functicryof the Senes)

VIR ) ks /?75@;44 Y4 e/ﬂ&/"?\? T o] ST = .
FIRIBAC) 12, T /E/Vd{;/’ Reveowss %‘ﬂW/,a/—,

Preprred & 1y T Dl o oz,

7. RECORO S FORMAT(S)

a Micrefilm
o Legal Size o Ccmputer Tzce
0 Bzund Book o Floppy Disk
a Auwcio Tape O Video Tace

O Ctrer (Specily)

8. RECORD SERIES SEQUENCE
G Alpnateticar
umerca!

G Chronoleg:cal

9. VOLUME /
e Drawe!(s)

O Microfilm Reet (s}
O Computer Tace is!

___L__G Ciner (Specify)
Number é-’% P )'

O Geograohicat

Qa Cther (Spectiv)

Dz

10. ANNUAL ACCUMULATION
O File Orawer (s)
a Microfilm Res! (s}
O Comcuter Taoe!s)
a Other (Speciy)

Number

11. FILE IS USED

o Daly o Weekly 3 Monthly

12. FILE BECOMES INACTIVE AFTER

Number

G Month(s) a

Year(s)

13. CURRENT LOCATION(S) (Bldg., Figor, Room) -

14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

{If yes. specify agency or office)

o Yes g No
15. ACCESS RESTRICTIONS (If yes. cite law(s} % requiation(s) . | 16. AUDIT REQUIREMENTS
U Yes 3 No O None a  Stale O Feogeral O Independent

17. IS AN INDEX SYSTEM USED? \If yes. excian cneily and
wsspe any hargware/software) '

‘25

0
=y

or- éM}Q&KQM ’

18, RECOMMENDED RETENTION de/p

19. NAME ANO TITLE OF PREPARER

20. TELEPHONE NUMBER 2

1. DATE

C63S $50-4 Tepsed 1/93)




INSTRUCTIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES FORWARD WITH RECORDS RETENTION
SCHEOULE (0GS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
PO BOX 275 - JESSUP. MARYLAND 20734

AGENCY RECORDS INVENJORY

Page . of

1. DEPARTMENTIAGENCY

roer=7o1r>

2. mvxsnouC@/‘///[{//ﬁ//?
S VPt =S

-

3. UNIT-}O/?/UW/()/(’

OEFINITION . Records Saties - A group of related records normally filed and used as a unit for reference as welil aa retention and disposition purposes.

4. RECORD SERIES TITLE

(Xe

CorTE Lo
/ﬂfj?5>

§. EARLIEST YEAR / LATETEST YEAR

[P LTERT

Correspr.

§. RECORD SERIES OESCRIPTION { Bne(/ escrte the lypes of m(ormanonldocumemsl(orms found in the Senes Include the pu&)se or functien of the Senes;

srdepce seS) Jo
Frz fe/"’// provers - LD Flrms; £7&

IS

7. RECORD S S FORMAT(S)
Lotter Size a

8. RECORD SERIES SEQUENCE

9. VOLUME /
Fide Drawe!(s)

Number

Micreiilm Q Alpnatelical a Microfidm Reel (s)
a Computer Tace s

a lzgal Size Q Cemputer Tece umerical é 2 a Ctner (Specily)
Q B-und Book aQ Floppy Cisk G Chronolegical Number 6” /F :7 &

g Auzio Tape G Video Tace a Geograchica 10. ANNUAL ACCUMULATION

. Qa File Orawer (<)
O Cther (Specify) a Cther (Speciiv o Microfilm Ree! (s}
) O Comcuter Tapals)

@ﬁfa O Other (Speciy)

e Number
11, FILE IS USED 12. FILE BECOMES INACTIVE AFTER
. Daly O Weekiy 3 Monthly O  Month(s) o Yezar(s)

13. CU?PEHTL}‘ATION(S) (Bldg.. FIoor,Room)/—{

~

14. |S RECORD SERIES DUPLICATED ELSEWHERE?

{If yes. specify agency or office)

o Yes o Neo
15. ACCESS RESTRICTIONS (If yes. cile law(s) & reguialion(s) 16. AUDIT REQUIREMENTS
G es g WNo G None a Slate o Fegeral O Independent

17. 1S AN INDEX SYSTEM USED? (If yes. axciain cnefly ang
wente any hargware/software) '

v fes

8}

Mo

Tfen DESTrBys

18, Rscommenosn RETENTION K’e‘)@/y Pp 3

/5/4/”:5)

19. NAME AND TITLE OF PREPARER

L

20. TELEPHONE NUMBER

21. DATE

C438 §504 Tepsed 193




SCHEDULE (OGS 550-1)

INSIRUCTIONS -- TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES FORWARD WITH RECORDS RETENTION

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7215 WATERLOQ ROAD
PO BOX 275 - JESSUP. MARYLAND 20794

AGENCY RECORDS INVENJORY

Page : of

1. DEPARTMENTIAGENCY

=/ =)o

2 mvusmué”p/b//bﬂf/V/}/—
' 7D :

3 UNITp//?A}/Wﬂf

OEFINITION - Records Saries - A group of reiated records notmally filed and used as a unit for referenca as

wall as retention and disposiion purposes.

4. RECORD SERIES TITLE A / - @,_&70;4,//776/0’73

Generse! [oke /4 Az T T

S. EARLIEST YEAR / LATETEST YEAR

SIT T o ottt 7 7 TT

Correspraden =

FlsCr,.

MM ored eeins =
CHY o M)/féézxz;//”/z) C@ @W/&/Mcfft‘s/ Voo Tt

W/i’/ﬁf‘éﬂ- cﬂ; Lot
Ler k. écf_:S;s/DAﬂé -

6. RECORD SERIES DESCRIPTION ( Bnefly descrite the lyges of mfotmalxonldocumenlsllorms found In lr(enes Include the ou.pose or functien of the 2€nes)

~ TS T

//

/zﬁyé

b2/ e, O/ LM/G

/

7. RECORD SERIE RMAT(S)
) wier Size a

9. VOLUME /
de Orawer(s}

\Micteiim Alpnatetical O Microfilm Reel (51
O Computer Tace {s:
Q tejal Size o Cempuler Tzce S Numencal a Cther (Specily)
0 Bzund Bock T Floppy Disk o Chronolog:cal Number O/{, qu,
O Auwo Tape Q Video Tace O Geograohical 10. ANNUAL ACCUMULATION
o File Orawer (g}
o Ctrer {Specily) G Clher {Speciiv) G Microfilm Ree! (s}
O Comgputer Tace!ls)
D@T_ a Other (Specify)
ot Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
c Daly a  Weekly a  Monthly a  Month(s) o Year(s)

Number

13. CURRENT LOCATION(S) (Bldg., Floar, Roam)

6}7‘7//&// vt =

14. IS RECORD SERIES DUPLICATED ELSEWHERE?

{if yes. specily agency or office)

g Yes o No
15. ACCESS RESTRICTIONS (If yes. cite law(s) & requiation(s) 16. AUDIT REQUIREMERNTS
L fes o No o None a Slate O Fegeral O Independent

17. IS AN INDEX SYSTEM USED? (f yes. exciain cnefly and
umerte any hargware/software) '

‘a5

3]
&

18. RECOMMENDED RETENTION

b foperal-Foje Kedention

19. NAME AND TITLE OF PREPARER

20. TELEPHONE NUMBER

21. DATE

£635 580-4 Jepsed 493)




INSTRUCTIONS - TYPE QR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES FORWARD WITH RECORDS RETENTION
SCHEDULE (OGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
PO BOX 275 - JESSUP. MARYLAND 20794

AGENCY RECORDS INVENJCORY

Page of

1. DEPARTMENTIAGENCY

2. DIVISION ﬁ&/ﬁ{/wkf/()//
W N2

—
s I d

3. UNIr/O//‘g/’/U//()7

OEFINITION Records Series -

A group of related records normally filed and used as a unit for reference as

wall as retention and disposifon purposes.

WAHH Toe 778 5= ..

4. RECORD SERIES TITLE )0//’ //-/?zm //f/ &WMj

EARLIEST YEAR / LATETEST YEAR

COXIII WS, boteT AT Lt ot T B -

Jppniwg WP K 77
= B 79/%//1///0
T Eﬂ////f'}//ﬁe

CorTes mzalew,e

5’7%//5

6. RECORD SERIES DESCRIPTION ( Brefly descrite the lypes of information/documents/forms found in the Sénes Include ine pu.pose or functicn of the Senes)

SpPLce - \DCP‘T— NP =l Resowre
s /mﬁfff

— e . s
/ym /fe///ez,oé/ vﬁ/&éﬁ/f&éi—

) D77, OPERN
702/ L7,

ey, 67%7%/635 -

4

P fect

Covery EC /S S DA
y
7. RECOROD IES FORMAT(S) 8. RECORD SE SEQUENCE 9. VOLUME / !
. File Drawer(s)
Luter Size a Micrehim Alpnaceticar a Microfilm Reel {51
a Computer Tace st
Q Legal Size a Zcmputer Tzce S Numerical a Cther {Specily)
0 Bcund Book a Floppy Cisk O Chronolog:cal Number CL{ e /—’:7:—
a Ao Jare o,Video Tace O Geograohical 10. ANNUAL ACCUMULATION
. ) O File Orawer (<)
Trer (Specily ; 3 O Clher (Speciiv) Microfilm Rest (s}

o
O Comguter Tape(s)
O Otlher (Specily)

Number

11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER

a Daily O Weekly 3 Monthly _ [s]

Month(s) [a]

Year(s)

}

Number

13. CURRENT LOCATI)A(S) (Bldg.. Floor, Room)

wfy

14. IS RECORD SERIES DUPLICATED ELSEWHERE?

(If yes. specify agency or olffice}

o Yes o No
15. ACCESS RESTRICTIONS {If yes. cite law(s} & reguiation(s) 16. AUOIT REQUIREMERNTS
L Yes 3 No G None O State O Feogeral Q0 Independent
17. 1S AN INDEX SYSTEM USED? {f yes, exciain vnnylv and 18. RECOMMENDED RETENTION
-rte any hargwarelsailware) /é Wﬁ
= WWIQA
19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE

C638 §80.4 Fepsea 1/93)




(NSIRUCTIONS -~ TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES FORWARD WITH RECORDS RETENTION
SCHEDULE (OGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

7275 WATERLOQ ROAD

PQ BOX 275 - JESSUP. MARYLAND 20794

AGENCY RECORDS INVENJORY

‘Page . of

1. DEPARTMENT/IAGENCY

K eeon)

2 omsnou(vﬂ/l«//ﬂ{[f/‘()/ 7; 3,

FE T s

Bl

DEFINITION - Records Series - A group of related records normally filed and used 23 a unit for reference as wall as retention and disposiion purposes.

4. RECORD SERIES TITLE cl %—Y 7:) \/@—7——

§. EARLIEST YEAR / LATETEST YEAR

/857 o Cte 175

A /»fed@/z/

Fhous ;

6. RECORD SERIES DESCRIPTION ( Briefly descrnte the lypes of information/documents/forms found in lhe Series

Corre %pp/a;/@we Zf%ﬁ s for.
e V2 IDICS 1 a5
/@aﬁ/‘/o S/ /=

Chse sﬁ/z/% - 7R /f‘/esﬁé
- E/&/ /[/Ee/?,c)/w

Ny Wl
J?ﬁ)él%)/vjé //;Zj;/:‘ ~ 275 /042«54/5 et

Include ihe purpose or fynctien ¢f the ..cneu

27T /fa/o

7. RECORD SERIES FORMAT(S)
Leter Size o]

Micrefilm

O Legal Size o Ccmpuler Tzce
o Bsund Book o Floppy Disk
a Auwcio Tape a Video, Tace

/my_/g

8. RECORD SER! EQUENCE
Alpnhateficat

-~

S Numerical
Q Chtonolog:cal
O Geograohical

a Cther (Speciiv)

9. VOLUME /
e Drawer(s)

a Microfilm Reasl {51
O Computer Tage 5!

7 a Cther (Specily)
Number %F;.—

10. ANNUAL ACCUMULATION
QO File Drawer (<)
a Microfilm Reet (s}

ool

O Comcuter Tapels)
a Other (Specily)

Number

11. FILE IS USED

C Daiy 0 Weekly J  Monthly

12. FILE BECOMES INACTIVE AFTER

Number

o Month(s) o] Year(s)

13. CURRENT LOCATION(S) (BIdg Floar, Room)

ciry 7

o

14, IS RECORD SERIES DUPLICATED ELSEWHERE?

(if yes. specify agency or office)

o Yes o No
15. ACCESS RESTRICTIONS (If yes. cite law(s} & reguiation(s) 16. AUDIT REQUIREMENTS
U Yes S No O None a State O Fegeral G Independent

17. 1S AN INDEX SYSTEM USED? (il yes. exciain unorlv and
Cmntpe any harcware/sonware)

L fa2s

Ho

4]

18, RECOMMENDED RETENTION

WAL
oIS Zf'éz/é} 2

Me/z)dé’

19. NAME AND TITLE OF PREPARER

20. TELEPHONE NUMBER

21. DATE

C63S 5804 Tensed 193]




INSTRUGTIQNS ~ TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES FORWARD WITH RECORDS RETENTION
SCHEDULE [0GS 550-1}

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS INVENJORY

7275 WATERLOQ ROAD

PO BOX 275 - JESSUP. MARYLAND 20794 ‘Page of

UNIT R

1. OEPARTMENTIAGENCY 2. DIVISION ;&DM/W///V/? 3.
Plsonzay

#fffzfgm e

OEFINITION . Rocords Serles . A group of related records notmally filed and used a3 2 unit for reference as well as retention and disponiﬂé puiposes.

S. EARLIEST YEAR / LATETEST YEAR

/L

4. RECORD SERIES TITLE F)é&#é F/‘éé
‘ o C”’/’E@T‘

§. RECORD SERIES DESCRIPTION ( Buefly descrite the ly;Wmauen/documemsl(o:ms

Cov77 17795, bl 7 L /ﬂf//z:’y Zx me;;%mm > k—/z
ﬁ//% )OM/ZA/%dé el ers;, ,5 LedzeT %4//7’%216

/f@%/“?’% 1B Suers rii ST — =
Vehicje /%a/

7/ ,ngpﬁ/*f

=

,é’f‘gtéy

7. RECORD SER! RMAT(S)
~ter Size a Mcrcidm

C Leqal Size a Cemputer Tzce

G Bzund Book QO Floppy Oisk

8. RECORD SERIES S NCE
Alphateticai
S Numencal

O Chronolog:cat

3. VOLUME /
File Drawe!(s)

O Mwcrofilm Reel {s)
O Compuler Tace js:

2 O Cther {Specily)
Number &d// F; P

Q Aucio Tape O Video Tace T Geograohica) 10. ANNUAL ACCUMULATION _

M‘/ O File Orawer (s)
21 (Speciy) {_ ‘ 5; Z# a Clher {Spectiv) a Microfitm Rea! (s}
O Comcuter Tapels)

a Other (Specify)

e Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
C Daily O Weekly T  Monthly C  Month{s) o Year(s)

Number

13. CURRENT LOCATION(S) (Bidg., Floor, Room)

T e e

14. 1S RECORD SERIES DUPLICATED ELSEWHERE?

(If yes. specify agency or office)

o Yes a No
15. ACCESS RESTRICTIONS (If yes. cite law{s} % reguiation(s) 16. AUDIT REQUIREMENTS
L Yes o o O None a Slate O Fegeral C independent

17. IS AN INDEX SYSTEM USED? |(If yes. exciain cneily ana

18. RECOMM DED REIEN"ON

Ret,

//V 27/‘3

or=

wimsre any hargware/software) 1/, / %// l/ / /- M #}@
5 e S o kgefy i, )ﬁ’ T/ %
19. NAME AND TITLE OF PREPARER 21. DATE ‘

20. TELEPHONE NUMBER

—

C138 8804 Fepsed 11931




HS[RUGTIONS -~ TYPE OR PRINT A SEPARATE FORM FOR EACH NEW DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENJORY
REVISED RECORD SERIES FORWARD WITH RECOR0DS RETENTION RECORDS MANAGEMENT DIVISION
SCHEDULE {DGS 550-1) 7275 WATERLOO ROAD ) '

PO BOX 275 - JESSUP. MARYLAND 20794 Page : of

1. OEPARTMEHNTIAGENCY 2. DIVISION WWW /f 3. UNIT
- “ i B ) ”~
12 er257Bio8) SES prle / //%///4/?’
CEFINITION . Records Series - A group of related records normally filed and used a3 a2 unit for teforenca as well as rotention and dhpobﬁé\ purposes.
4. RECORD SERIES TITLE

5. EARLIEST YEAR / LATETEST YEAR

Brizre! o Zonyns //p ez /G0 Ll TEST ™

A4

CONFaInis, botef Nt Lt Faed T = DRINITS 7
COrTZsppad epce ; MEMPBRVDIIT SppYerH—
pkder A er, Order For %ﬁoeﬁé VLT 1O

6. RECORD SERIES DESCRIPTION ( Baeflly descrte the lypes

Pul] 1 & Herrw NI RLARTfrre O T, NS Yrpe,
H; hantel; AT ; Ferrirh o ReerT;
ETe.

7. RECORD SERI QRMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME
/ g &~ FTe Drawer(s)
~ter Size a Micrciim O Alpnacetical o Microfilm Reel (s) '
/ O Computer Tace s
Q Legal Size o Ccmpuler Tzce o~ Numencal O Cther (Specily)
Q Beund Book QO Floppy Oisk G Chronoleg:cat Number
Q Awio Tape O Video Tace O Geograchica) 10. ANNUAL ACCUMULATION
B/ . . . a File Drawer (s)
\rer (Specify a Cther {Speciv; o Microfilm Ree! (s}
© Comcuter Tapels)
c % QO Other (Specify)
e 4&,
v Number

11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER

Q Daly O Weekiy a  Menthly i o Month{s) o Yezar{s)
Number '

13. CURRENT LOCATION(S) (Bldg., Flogr, Room) 14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes, specify agency or oifice)

ClFyy So2) ) — 780~

15. ACCESS RESTRICTIONS (If yes. cite law(s) % regusations) 16. AUDIT REQUIREMENTS

Yes o No

U Yes g WMo o  None a Slate g Fegeral O Independent

17. IS 2N INDEX SYSTEM USED? (f yes, excian oneily and | 18. RECOMMENDED RETENTION 70 j /g W f
uimenpe any hargrare/software) ) - /C /6 //‘ M A/ / - W N
| p@ﬁ OF/CS 0 T 5 T /2e/.

B LS.

‘a5

0
5

7

19. NAME AND TITLE QF PREPARER 20. TELEPHONE NUMBER

21. DATE

Cr3§ £50-4 Tepsed 14/93)




INSTRUGTIONS — TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES FORWARD WITH RECORDS RETENTION
SCHEQULE (OGS 550-1)

OEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION

AGENCY RECORDS IMVENJORY

7275 WATERLOO ROAD _ '
PO BOX 275 . JESSUP. MARYLAND 20794 Page . of

1. DEPARTMENT/AGENCY

ST I

3. UNIT,

2. DIVISION CPWW%/V/ /

= P/é’/w///ff

DEFINITION - Rocords Series - A group of related records normally filed and used as a unit for reference as wall as retention and dlspomdon purposes.

4. RECORD SERIES TITLE

B

S. EARLIEST YEAR | LATETEST YEAR

wCHrTEvT

Jhnd lor#7e0

6’7 /Oe/"/zwf

6. RECORD SERIES DESCRIPTION ( Brefly descrte the lypes of informalion/documentsiforms found in the Series

=y (;prr“e5f>p,cdﬁm¢e -

peps ; PHoTRS » PrEgersy |74 ﬁfpﬂb
it DR s? Hpphe

Include the pu.pose or functicn of the Seres)

Shra=y~

250 /%7*5/77Q
575,

7. RECORD SERIES FORMAT(S)
w~iet Size g Mcrchlilm

8. RECORD SERIES SEQUENCE

9. VOLUME e’ﬂ_/
Hle Drawer(s)

Ipnateticat O Microfilm Rest (s)

Q Computer Tace is!

O Legal Size a Ccmputer Tzce S Numernical ; a Cther (Specify)

Q B-und Bock g Floppy Oisk O Chronolog:cal Numbﬂr Cll s },’ f

a Aucio Tape Video Tace T CGeograghical 10. ANNUAL ACCUMULATION

n/ O File Drawer (s)
; Microfitm Ree! (s}

Fet (Specd )QMM Z 5 Q Clher (Speciv) o

y O Comguter Taoe!s)

a Other (Specidy)

- Number
11. FILE IS USED 12. FILE BECOMES» INACTIVE AFTER
C Daly a  Weskly a  Monthly g Month(s) a  Years)

Number

13. CURRENT LOCATION(S) (Bidg.. Fioor, Room)/

i ny Hiz))—~ 2.

14. 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)

G Yes o No

‘a5 Mo

9]

15. ACCESS RESTRICTIONS (If yes. cite law{s} & requiation(s) 16. AUDIT REQUIREMERNTS

U Yes 3 No G None o Slate a Fegeral G Independent
17. IS AR INDEX SYSTEM USED? (Il yes. exciain cnefly ana 18. RECOMMENDED RETENTION

@=-spe any hargwarefsoftware) ' e e o o

Retain for Y years and until all audit requirements ‘

19. NAME AND TITLE OF PREPARER

have been fulfilled, then destroy.
20,

068 $50.4 Zepsed 197}
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RECORDS MANAGEMENT DIVISION

7275 WATERLQQ ROAD

PO BOX 275 - JESSUP. MARYLAND 20794 Page : of

1. DEPARTMENTIAGENCY 2. DIVISION cﬁ/VMyﬂﬁ/;: 3. UNIT <
b‘/ﬁ%ﬁ 12121/ SV E | )‘7%///’%/&/{

OEFINITION - Records Series - A graup of related records normally filed and used as a2 unit for reference as wall as retention and di

REVISED RECORD SERIES FORWARD WITH RECORDS RETENTION
SCHEDULE (OGS 550-1)

osiion purposes.

4. RECORD SERIES TITLE ' ;PDD é) S. EARLIEST YEAR / LATETEST YEAR
Héserv 71w Desw DT tonas. | 22272007
§. RECORD SEF,(IES DESCRIPTION ( Buefly descnbe the ly{of in{ormalignldocumemsl(orms_lound n the Sertes  Include the ou:p?)se or functicn of the Senes)
CoofBns, bieT M7 ZriTed Jo 7 CorrEgppaderes -
o T Agpleston); Fd b
Cz _5/74%%4% G707 Bppl s ) P27
W] s s %7 eda A /4/(/4.///72%’ Ele,

Reltes 12 Arozss S/~ [ENEES - otk _
5”/@07 Aor>z )73 ; /7Z/~é7z?//7é/94 D/5)7ET Bier Ve
1. Ryﬁs FQRMAT(S) '3. RECORD SERIES SEQUENCE 9. VOLUME mqs) P

Q Micreim a Alpnatetical O Microfitm Reel ()

a Computer Tage is:

C Legat Size a Ccmpuler Tzce F~umencal Q Cther (Spezify)
Q Bund Bagk a Fioppy Qisk a Cheonolag:cal Number cM > F:7-:\

Q Awo Tape O ‘deo Tace 3 Ceographicar 10. ANNUAL ACCUMULATION

/ - . . Q File Orawer (s}
Ter (Specify).-/. Q Cther (Soecivy O Microfilm Ree! (s}

Q Comcuter Tape!s)

P‘D.DC: Vﬂé O Other {Speciy)

el Numbter

11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER

QG Daly O Weekly 3 Monthly i o  Month{s) a  Yezr(s)
Number

13. CURRENT LOCATION(S) (B!dg.. Floor, Room}

ﬁi7;f//7//9//~ A Bor—

14, 1S RECORD SERIES DUPLICATED ELSEWHERE? (Il yes. specify agency or office)

a  Yes g No

15. ACCESS RESTRICTIONS (If yes. cile law(s) % requations) | 16. AUDIT REQUIREMENTS

U les 3 No G Nane a Stae o Fegeral G Indspendent

17. IS AN INDEX SYSTEM USED7 (il yes. excian cnefly and 18. RECOMMENDED RETENTION

: any hargwarefsatware) » 5E ng ﬁk %@WU

13. NAME AND TITLE QF PREPARER 20. TELEPHONE NUMBER 21. DATE

C635 $50.4 Tepseq 1/93)




INSIRUCIIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW DEPARTMENT OF GENERAL SERVICES AGENCY RECORDS INVENJORY
REVISED RECORD SERIES FORWARD WITH RECORDS RETENTION RECORDS MANAGEMENT DIVISION '

SCHEOULE (0GS 550-1 7275 WATERLOO ROAD -
PO BOX 275 - JESSUP. MARYLAND 20794 Page . ot

1. DEPARTMENTIAGENCY 2. owsion LYK T T | 2. onn
ng/zf/pW/c) KT e 7 f’/f’%////é&

DEFINITION - Racords Series - A group of related records normally filed and used as 2 unit for raference as wall as retention and disposiffn purposes.

4. RECORD SERIES TITLE 5. EARLIEST YEAR / LATETEST YEAR

S17e /ﬁ//é /%&L/ﬁgdg]—

6. RECORD SERIES DESCRIPTION ( Buefly descrite the types of informalion/documentsiforms found in the Sertes  Include the pu.'p?)se or functicn of the Sernes) —
sIe PINS From jirdons bexdsrs 75
The Oty Panmrdg D57 |

. CorTes, A 2O~ - Zﬁ/V//?(/ Y /46///

.

c /f/\f&}( //«97;7 D@V’é/ﬂ/’O/WfW ey reld &M//(As?

EJC,

7. RECOROD SE FORMAT(S) 8. RECORD SERIES SEQUENCE 9. VOLUME /
/QS . de Orawer(s)
Teter Size a Micreiilm O Alpnatelic ﬁB O Microfim Resl (s) )
/ G Computer Tace is!
QO \egal Size o Computer Tzce Numencal Z f a Cther {Specity)
C Beund Book a Floppy Oisk 0 Chronolog:cat Number é” ” ﬁ:——

Q Audo Tape O Video Tace O Ceograohicas 10. ANNUAL ACCUMULATION

. . O File Drawer (g}
E’{(Specdy /( /) O Cther {Spectiv) o :‘;'c"’mm RTEE! ((S;
. C Comeputer Tace(s
a]

Other (Speciy)
el Number

— e

11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER

c Daly O Weskly 3 Monthly _ a  Month(s) a  Year(s)
Y : Number

13. CURRENT LOiATION(S) {Bidg.. Floar, Roam) / : 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (If yes, specify agency or office)
C’:z //*57%/ wy‘ Q Yes ., UNOV

15. ACCESS RESTRICTIONS (If yes. cite law(s) 5 reguiation(s) 16. AUDIT REQUIREMENTS

Coofes a No a None a Slate a Fegeral G Independent

. A |
7. IS AN INDEX SYSTEM USED? (Il yes. exciain cneily ana 18. RECOMMENDED RETENTION gm %/W/.L’ LWQ
woe any hargware/soitware) '
or-Siperseled 7 H=e
=472

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUME{ 21. DATE

-

2 ‘ss S Mo

L3S 850.4 Fmasea 1/93)
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REVISED RECORD SERIES FORWARD WITH RECOROS RETENTION  RECORDS MANAGEMENT DIVISION
SCHEQULE (OGS 550-1)

7275 WATERLOQ ROAD
PO BOX 275 - JESSUP. MARYLAND 20734 Page . ot

—

1. OEPARTMENTIAGENCY 2 omsnowaﬂM/\//Wf 3. UNIT _
Z//%z/;%jéﬁm/ SE N 4 - /?///“%/A//A/4
o
4. RECORD SERIES TITLE M/é’é ﬁéd@/‘%/ ﬁ/g[/‘aﬁw} EARLIEST YEARILATETE%
Soeprs s - (G AT

6. RECORD SERIEQ{ESCRIPTION nefly descrte the tyges of information/documents/forms found in the Sertes  Include ihe ou:p’ése or functicn of the Senes)

Cowtmnis bie7 Aer-Lertjfed 72 = 157 Ms/_ ey
@ﬁ/ Iz ﬁ/ffé/ édé'c‘f - 47 i 657—79,(7,()%7 S é/:' %” 75

Iy o] yesiChK LIS 5 A

7. RECORD SER '5hPAAT(S) 8. RECORD SER! QUENCE 9. VOLUME /
. File Drawe!(s)
Luter Size

a Micrefilm Alpnageticat a Microfilm Reet (s)
a Comgputer Tace js:
a Cther {Specily)

QO Bzund Book a Floppy Disk G Chronologicat Number am /:'//‘,’

Q Legal Size o Ccmputer Tzge S Numeticat

Q Auczo Tage O Video Tape 3 Geograohica 10. ANNUAL ACCUMULATION
. . Q File Drawer (<)
G Cther (Specily) O Clher (Soectiv) Q Microfilm Reel (s}

QO Comguter Tape!s)
O Other (Speefy)

LT Number

11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER

C Daiy g Weekly a  Monthly i a . Month{s) a  Yezr(s)

Number
13. CURP.ENT_L CAT[O}S) (BldgA,’Floor, Room) : 14, 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)
@/%y ‘f/-f W‘E‘ g Yes o No

15. ACCESS RESTRICTIONS (If yes. cite law(s) & requation(s) 16. AUDIT REQUIREMENTS

G es a Ho G None a State O Fegeral G Indzpendent

L / / r

17. IS AN, INDEX SYSTEM USED? (f yes. axciain cnelly and | 18. RECOMMENDED RETENTION EMO MA //50 —r
w=enge any hargware/software) ' 7(% .

or- 5:496/‘664664 =S

(748

19. NAME ANOD TITLE OF PREPARER 20. TELEPHONE NUMEER/ 21, DATE

o fes

o

(4}

£33 8504 Jenses 1193)




REVISED RECORD SERIES
SCHEOULE (DGS 550-1)

FORWARD WITH RECORDS RETENTION

RECORDS MANAG:VEN T OIVISION

" -

Mo e Y St T

7275 WATERLOQ ROAQ
PQ BOX 275 - JESSUP. MARYLAND 20794

Page ot

1. DEPARTMEHNT/AGENCY

WZ/"DIQ

SE I e

2. DIVISION 5&/‘/\”}/1}/7_ 1. (
ar7mwn

UNIT

DErlNlTlON Records Saries - A group of related records ‘normally filed and used a3 3 unit for reference as

wall as retention and disp faitlon purposes,

4. RECORD SERIES TITLE

P//?/V/V/,UchfP/ 9/50//{//%4/46 S

S.

EARLIEST YEAR / LATETEST YEAR

VT w0 Lat] TET]

Fustld 0/7%/? KIN:
Sy enzdyrre
2&4/%7/

6. RECORD SERIES DESCR!PTION ( Bnefly gescrite lhe lypes of information/documents/ferms found in the Series

o

Include the

/44/4/»//2%

ORIN N CES

/ggfw;»o L \Grvmed

purgose or functicn of the Series;

/,

7. RECORO SERIES AAT(S)
wier Size

8. RECORD SERIES SEQUENCE 9.
Alpnatetica

VOLUME /
Fide Orawer(s)

Number

a Miceehlm Qa Microfdm Reel s)
~ 3 a Computer Tace is:
C Legat Size a Ccmputer Tzce S Numencal J a Cther (Spezily)
Q 8-und Book a Flogpy Disk g Chionolog:cal Number M /—_—7;5
a Auco Tape @ Video Tace 3 Ceograshicar 10. ANNUAL ACCUMULATION
Q File Drawer (s)
Q Ctrer (Specily) a Cther (Specity) G Mcrofilm Ree! {s)
o Comcuter Tape!s)
QO Other (Spec:fy)
e, Number
11, FILE IS USED 12. FILE BECOMES INACTIVE AFTER
G Daly o Wesekly 3 Monthly g Monh(s) a  Yesr(s)

it S S ferr=

14, IS RECORD SERIES DUPLICATED ELSEWHERE?

(I yes. specify agency or office)

o Yes g No
15. ACCESS RESTRICTIONS (if yes. cite law(s) % requiation(s) 16. AUDIT REQUIREMENTS
L Yes S No a None o State a Fegeral G Independent

17. IS AN INDEX SYSTEM USED? (I yes. exciain cneily ang

wenge any hargwares/software)

PR 1

TRANS 2=

/7
//V/.,»é )0

18. RECOMMENDED RETENTION Pgﬁ/%/%ﬂ/fﬁ—

Vo L=

/a/?//

W

19. NANE AND TITLE OF PREPARER

20. TELEPHONE NUMBER 21,

DATE

CS 85044 Tensed 193)




INSTRUCTIONS - T'YPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES FORWARD WITH RECORDS RETENTION
SCHEOULE {0GS 5501} :

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7215 WATERLOO ROAD
PO 80X 275 - JESSUP. MARYLAND 20794

AGENCY RECORDS INVENJCORY

‘Page . of

1. OEPARTMENT/AGENCY 2. DIVISION MMM%M//,/
1HESST By 2t” SErpee

3. UNIT

Pz

/DEF!NITION - Racords Sertes - A group of related records normaily filed and used as a unit for reference as

wall as retention and disposiion purposes.

4. RECORD SERIES TITLE

§. EARLIEST YEAR / LATETEST YEAR

M5 For /‘/725/{7%6/621;7‘&5

.

§. RECORD SERIES DESCRIPTION { Bnefly descnte the lypes of m(ormauonldocumen\snorms found in the Senes

Kelai70
Lot Tt o
Bownd Books ;

7

67‘7%/0&’%/‘4/ spéc/ﬁ’/wfb%)o

the puipose of functicn of the Senes)

To; S Lo dd) VAS) DA dﬁe&% LIS 2
%()//oy 4 fdk&/@r—i

57%3@7‘_'

Lt Er e,

Number

7. RECORD S S FORMAT(S) 8. RECORD SERIES SE NCE 9. YOLUME /
File Qrawer(s)
Lester Size o Micrehilm Alpnatetical Q Microfilm Reel (s)
Qa Compuler Tace s
0O Legal Size a Cempuler Tzce S Numencal g O Cther {Specify) __
P’m O Floppy Disk Q Chionolog:cat Number W 7 ;
QO Auo Tape Q Video Tace O Ceograchica) 10. ANNUAL ACCUMULATION
Qa File Orawer (<)
O Ctter (Specily) a Cther (Speciiv) O Mucrofilm Reet (s}
O Computer Tace!s)
O Other (Specily)
o Number
11, FILE IS USED 12. FILE BECOMES INACTIVE AFTER
a Daily O Weekly 3 Monthly O Month{s) o Year(s)

13. CURRENT LOCATION(S)( idg., Floor, Room}

m+«7 1))~ 2 A4

—_
rs

1S RECORD SERIES DUPLICATED ELSEWHERE?

(If yes, specify agency or office)

wmsete any hargware/software)

rag Mo

a

Y7L =%

pp;/\ g Yes o Ne
15. ACCESS RESTRICTIONS ({if yes. cile law(s) % reguiation(s) 16. AUDIT REQUIREMENTS
v Yes 3 Ne a None a  State O Fegeral O Independent
17. 1S AN INDEX SYSTEM USED? \|If yes. exciain cneily ang 18,

RECOMMENDED RETENTION /WA
| Sicy él’“ét’dﬁé?%gf{ L /47‘"(2

DEST0u7

19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 1

21. DATE

063§ $50-4 Fepsed 1/93)




REVISED RECORD SERIES
SCHEQULE (OGS $50-1}

FORWARD WITH RECORD'S R‘ETENHON

RECORDS MANAGEMENT DIVISION
7275 WATERLOQ ROAD
PQ BOX 279 - JESSUP. MARYLAND 20794

T ewamt ottt

s

Lol TSR LS Vel Oy A Y PRV IR TR N PR T B §

‘Page of

1. DEPARTMENTIAGENCY

L/chfé”_ T2t/

ST L=

2. DIVISION C&MMM/O/?

3. UNIT

70//44/4//4/7

OEFINITION Records Saries -

A group of related records normally filed and used 33 2 unit for reference as

wall as retention and dlspo@n purposes.

4. RECORD SERIES TITLE

Crpr 7o fegey ey Yo iT=

§. EARLIEST YEAR | LATETEST YEAR

75 T

Frrms; yz

6. RECORD SERIES DESCRIPTION { Buefly descnite the types of xn{crmauonldocumems:lorms found ip

CONVFBINS, bii] ABF Lo A7 fe=
vew e /EXP

Corresppeneree ; EJe,

De?)s 10/~
11P1 PV E 1pen /s S

the Series

/49’

JE S 1A

Inctude ihe ou.pose or functicn of lhe S=ne3)

Y= V/" i/e//‘

fordZbbe /é’zf/ DS ;

?/J/b

Ld

ProJecs D

/(/f_ @/Dfo

y=xa)

pd

7. RECORD SE FORMAT(S)
wmier Size a Micreilm

C tezgal Size a Ccmpuler Tzce

0 Bsund 8ook a Floppy Oisk

'yucoTa;e/ a ‘ideo Tace
Ctber (Spec:lyk_’MM%j

8. RECORD SERIES SEQUENCE

lpnatetica

-
-

Numerical
Qg Chronoleg:cal

T Ceographica

9. VOLUME /
Fde Orawer(s)

a Microfidm Resl (s;
a Comgputer Tace is:

g a Cther {Specity) ___ _
Number 5% ﬁp/

10. ANNUAL ACCUMULATION _
a File Orawer ()
a Microfilm Reet! (s}

G Cther {Speciv)

O Comguter Tapels)
a Other (Speciy)

Number

11. FILE IS USED

Q Daily O Weskly 3 Monthly

12. FILE BECOMES INACTIVE AFTER

Number

Q

Month(s) a Year(s)

13. CURRENT LOCATION(S) (Bidg.. Floor

0/%/ oo —

Room)
/ o

14, IS RECORD SERIES OUPLICATED ELSEWHERE?

{If yes. specify agency or office)

Qg Yes o No
15, ACCESS RESTRICTIONS (i yes. cile lawys) 2 requiation(s) 16. AUDIT REQUIREMENTS
[SR{H 3 No a None a Siate a Fegeral G Independent

17. IS AN INDEX SYSTEM USED? (I yes. exciain cneily and

weere any hargware/soitware)

‘ag

0

1///)754 }O/éf‘e

18, RECOMMENDED RETENTION R@fﬂ/g M’WL?I//‘VM
s /2

Y 2T fe%///exwi‘

——"

=S o

19. NAME AND TITLE OF PREPARER

-

20. TELEPHONE NUMBER

éfexvﬁd/éJ S =37

0635 $53-4 Tapsea 1193




REVISED RECORD SERIES
SCHEOWE (OGS 550-1)

FORWARD WITH RECORO'S RETENTION

- RO B S e

RECOROS MANAG:‘JENT OIVISION

[

Mt AL e LUt

7275 WATERLOQ ROAC
PQ BOX 275 - JESSUP. MARYLAND 20794

Page of

1. DEPARTMENTIAGENCY

rer B0 n

2. DIVISION @M/l/k/////
sSerrpes

3. UNIT »

iy

/ CEFINITION - Records Sarles - A group of related racords normaily filed and used 33 2 unit for referenca as

wall as rotention and dlsp&(uon purposes,

4. RECORD SERIES TITLE

EAsENT by2eral)s

S. EARLIEST YEAR | LATETEST YEAR

[TET pt 75T

6. RECORD SERIES DESCRIPTION ( Brefly descnbe the lypes of

/agg,p%f/ =/
PN ek 27750

information/documents/farms found i the Sernies  [ncluce

@DW/A& .,é/// 2/ ,///7 /ﬁ/ Tz /OW
/ﬂa/ﬁﬁéf - fefesse z%'tpfc-d <
. Zif= A VR

% S c//f/d/ fp //5"7/3

ine pu.pose or functicn of the Senes) s

~ flEap AT 20 -

Kﬂ?bétf res;

%/” f/%?.ﬁ%

EIC .
7. RECORD SER FORMAT(S) 8. RECORD SER!ES SEQUENCE 9. VOLUME /
- de Orawe!(s)
w~ier Size Q Micreitm lpnacetical a Microfilm Reel (s1
Q Computer Tace {s:
C legat Size a Ccmputer Tzce S Numercat Q Ctner {Spezily)
Q B-und Book a Fioppy Disk Q Chronoleg:cal Number
g Auda T3 Video Tage O Geograohical 10. ANNUAL ACCUMULATION
. Q File Orawer ($)
et ‘59“‘”’% O Clher (Soectiv) O Microfilm Res! (s}
g Comcuter Tape!s)
O Other (Sgecily)
- Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
C Daily QO Wesekly 3 Monthly a  Month(s) a  Yezar(s)
Number

C'J PENT L CATION(S) (Bldg Floar, Room)
A/ o0 —

14, 1S RECORD SERIES OUPLICATED ELSEWHERE?

(It yes. specify agency or office)

o Yes O No
15. ACCZSS RESTRICTIONS (If yes. cite law(s) & reguiation(s) 16. AUDIT REQUIREMENTS
U Yes 3 No a None a State O Feogeral g Independent

-

-

. IS AM INDEX SYSTEM USED? (If yes. exciain mﬂllv ang
wente any hargware/software)

‘as

8]

18. RECOMMENDED RETENTION

BV ES,

Cr N2V et ] pndrer
2 rodicall tothe 1. ST

7=

. NAWE AND TITLE OF PREPARER

20. TELEPHONE NUMBER

21. DATE

€135 $50-4 Tepsea 1/93)




INSIRUGIIONS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW
REVISED RECORD SERIES FORWARD WITH RECORDS RETENTION
SCHEDULE (OGS 550-1)

DEPARTMENT OF GENERAL SERVICES
RECORDS MANAGEMENT DIVISION
7275 WATERLOQ ROAD
PO BOX 275 - JESSUP. MARYLAND 20794

AGENCY RECORDS INVENICRY

‘Page of

1. DEPARTMENT/AGENCY

2 DMSIOGQMML//U/’?
S

%/V////éj??

/EFleON Records Sarles - A group of related records normllly filed an5 used a3 2 unit fov referencs as

waell as retention and dlspomﬁ/on purposes.

4. RECORD SERIES TITLE %/V’/I/@X%;;ﬂ/ﬁﬁﬂ////?’b
V77 7z

S. EARLIEST YEAR / LATETEST YEAR

#TOMM

oo X FTon )

6. RECORD SERIES DESCRIPTION ( 8aefly descrite the lypes of infarmation/documentsifotms found in the Seres

e s s [ SEUOES T

Fload. /A5 L/f‘jfaﬂ SHdy - [~ ord PO

K ZM/W PN - BJorre WFSEr ﬁf/?/wﬁé/%&%}"

Incluge

ihe ou.oose ar functien of the Sen

oKy

1. 8. RECORD SERIE QUENCE 9. VOLUME /
le Drawe!(s)
Micreiim Alpnateticai a Microfilm Reei (51
O Computer Tace st
Q Lezal Size o Zomputer Tzee S Numerical O Cther (Sp_e:.‘y)
C Bzund Back a Floppy Disk a Chronological NumBer df/ ; ,5 z
a A(xﬂo Tape O Video Tace T Geograohical 10. ANNUAL ACCUMULATION _
Q File Drawer (s)
a Ctrer (Spectly) O Cther (Spectiv} g Microlilm Rest (s}
o Comguter Taoels)
O Other {Specily)
o Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
C Daily O Weekly O Monthly o] Month(s) a  Year(s)
Number
13. CURRENT OCATION(S (Bidg., Floor, Room 14, 1S RECORD SERIES DUPLICATED ELSEWHERE? (If yes. specify agency or office)
(‘}n"y APy F por~ |
o Yes a No
15. ACCESS RESTRICTIONS (If yes. cite law(s} & reguistion(s) 16. AUDIT REQUIREMENTS
U Yes 3 No G .None 0 Slate a Federal O Independent

17. 1S AN INDEX SYSTEM USED? (Il yes. exciain u""”‘( and

wenree any hargware/software)

2 ‘as

o

8]

RECOMMENDED RETENTION é’/Z/()/‘P

19. NAME AND TITLE OF PREPARER

20. TELEPHONE NUMBER

21.

DATE

0635 $50.4 Zampsed 1/93)




INSTRUGTIQNS - TYPE OR PRINT A SEPARATE FORM FOR EACH NEW DEPARTMENT OF GENERAL SERVICES

REVISED RECORD SERIES FORWARD WITH RECORDS RETENTION

AGENCY RECORDS INVENJCRY
SCHEDULE (DGS 550-1) _

RECORDS MANAGEMENT DIVISION

7275 WATERLOO ROAD -
PO BOX 275 - JESSUP. MARYLAND 20794 Page : of

1. DEPARTMENTIAGENCY 2. DIVISION 3. UNIT

/DEFIN!TION Records Saries - A group of relatad records normally filed and used a3 a unit for refarence as well as retention and disposition purposes.

4. RECORD SERIES TITLE §. EARLIEST YEAR / LATETEST YEAR

B/ )07 Jers=i7 3 o

6. RECORD SERIES DESCRIPTION ( Brefly descrite the lypes of information/documentsiforms found in the Sertes  Include ihe pu.pose or functien of the Senes)

By Jdiwg yorvos 7 fae [etepr Eanks

7. RECORD SERIES FORMAT(S) 8. RECORD SER!ES SEQUENCE 9. VOLUME
- O Fie Drawe!(s)
0 Leter Size G Micreilm QO Alpnacetica QO Microfilm Reel (s}
a Computer Tace {s:
G legat Size a Ccmputer Tzce Numercat ‘ther (Specify)
o B<und Book 0 Fioppy Qisk C Chronoleg:cal Number ( ‘/// ﬂ/——_—
a Audio Tape G Video Tace T Geograchical 10. ANNUAL ACCUMULATION
. O File Orawer (s)
a Ctrer (Specily) . G Cther {Speciiv) O Microfilm Ree! (s}
o— o Comcuter Tape!s)
P‘é’ﬂldq/ / % a Olher (Specify)
7
e :D 7/‘, Number
11. FILE IS USED i 12. FILE BECOMES INACTIVE AFTER
C Daiy o Weskly a  Monthly _ a Month(s) a Year(s)
Number )
13. CJRPEN%;OZ\TION(S !dg.. Floor, Room ! 14. IS RECORD SERIES DUPLICATED ELSEWHERE? (I yes. specify agency or office)
%7 f% Qo Yes o No
15. ACCESS RESTRICTIONS {if yes. cite law(s) & reguiation(s) 16. AUDIT REQUIREMENTS
o Yes 3 No a None a State O Fegeral O Independent

7. IS AN INDEX SYSTEM USED? If yes, exciain onefly ana | 18. RECOMMENDED RETENTION
v sspe any harcware/software)

/ T T
‘25 ~o .

Retain for 3 years and until all audit requirements
have been fulfilled, then destroy.

—

19. NAME ANO TITLE OF PREPARER 20. TE

C6S 3504 Tampsea 1/93)




